
 

 

 
 
 
 
 
 
 

SWIMMING WELLINGTON – EVENTS AND MEMBERSHIP SERVICES MANAGER 
__________________________________________________________________________ 
 
Swimming Wellington is the Regional Authority that governs and represents club and competitive swimming in 
the greater Wellington Region, including the Wairarapa and Whanganui. 
 
Swimming Wellington is governed by an elected Board and managed by the General Manager with an Events 
and Membership Manager and a part time administrator.  
 
Our vision is to be New Zealand’s top performance region.  Our purpose is to lead, support and provide 
opportunities for the development of swimming in the region, resulting in more people taking part and reaching 
their potential.  
 
Events and Membership Services Manager 

Reporting to General Manager, the Events and Membership Services Manager is responsible for managing the 

operational activities of Swimming Wellington to ensure effective management of swimming events in the 

region and supporting the various member stakeholders.   

 

The Event and Member Services Manager, coordinating with members, will ensure Swimming Wellington 

delivers an effective swimming events programme and that all events meet both Swimming Wellington and 

Swimming New Zealand required standards.  Also that Swimming Wellington deliver agreed development 

programmes for swimmers, administrators and officials.  
 
This is a new role which has been created to support members of Swimming Wellington and the events runs by 
the organisation.  
 
To be considered for this role you will need to have the ability to build relationships quickly with others, have 
worked in events previously, have some experience with marketing and promotion as well as being organized 
and has an eye for detail.  An understanding of the swimming system would be advantageous but not 
necessary.   
 
You will be experienced in identifying areas for improvement and working with the team to deliver operational 
excellence reflecting the company vision.   
 

The responsibilities of the role include the following: 

 Manage all aspects of Swimming Wellington events including national meets 
 Manage member registrations and provide support and training to regional clubs 
 Coordinate logistics for all development programmes 
 Effectively manage relationships with stakeholders 
 Implement a marketing and promotional plan for Swimming Wellington meets 
 Manage all health and safety aspects of Swimming Wellington events.  

 

 



 

 

Skills and experience 

 Proven organisational and administration skills, ideally sports admin and events management 
experience 

 The ability to relate and communicate with a large variety of stakeholders Highly skilled 
facilitator 

 Strong time management skills and the ability to prioritise  

 Excellent attention to detail 

 Competent IT skills 

 Understanding of and affinity to Swimming Wellington ‘Purpose’ and ‘Direction’  

 Self-motivated and results orientated 

 Initiative, enthusiasm and sense of humour 
 

This is a full time position at 40 hours a week but some degree of flexibility is required as some weekend work 
will be required.  
 
Further information is available upon request with the job description available on the Swimming Wellington 
website www.swimwn.co.nz .  Confidential enquires and requests for further information should be made to: 
 
The Chair 
Swimming Wellington 
chair@swimwn.co.nz 

http://www.swimwn.co.nz/
mailto:chair@swimwn.co.nz

